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Supplier 1 Supplier Special Order 1 Adding (Supplier)
Members in LOOP Quick Reference Guide

Introduction
Licensee authorizes supplier in Supplier adds additional member Supplier able to enter Special
LOOP to the licensee account in LOOH Orders on behalf of licensees

1 The licensee authorizes a supplier representative to place Special Orders (SOs)

on behalf of the | icensee. The | icensee

supplier contact from each supplier organization. The supplier that is authorized
will receive an fAadministratoro role
supplier contacts within the supplier organization.

1 The supplier receives an email informing them that their account and role
assignments have changed. The email will look like the image below.

% Fine Wine & Good Spirits B Inbox

Your account and role assignments have changed

To: PK

The following accounts and roles have been added to the named licensee account.

If you are a supplier, the licensee named after your supplier name below has authorized you to place
Special Orders on its behalf in LOOP.

Accounts and roles added:

N faul
Account i tatpa Role(s) Site(s)
account?
Jennifer's Brewery + WEIS v Administrator , Hesthes. Srahe Cor. Foral
MARKETS INC-6064 Buye '
% [Die00%9 yor Fine Wine & Good Spirits

To create or reset your password so you can log in to LOOP, click this link: reset password. If you
have already established a LOOP password, you don’t need to take any further action.

- i i t case t (800) 332-7522, option 1 f ial
Ic; BBtlnoeneg %jrqltgag gﬁg%%srtl.nforma ion, please contact (800) 332-7522, option 1 for Special Order

This is an automatically generated E-Mail, please do not reply.
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1 The supplier can use the link in the email to reset their Licensee Online Order
Portal (LOOP) password and log in to LOOP.

f Once in LOOP, the supplier has the ability
organization who will be supporting the licensee. Members must be added
separately to each of the license identification numbers (LIDs) they have been
authorized to support.

o Only a wuser with an assigned role of AA
details, referred to as fAmember infor ma:
area within LOORP is used to provide access and assign roles that
determine what tasks and data can be performed/viewed by individuals
within a licensee's organization.

o A memberdés email address is used as the
member has been set up, they will receive an email to log in to LOOP and
reset their password.

0 Because the email address is the login ID, an email address cannot be
changed for a member. If an email address changes, the original member
must be deleted, and a new member added with the desired email
address. Once deleted, the member will receive an email confirming they
have been deleted from the account.

Note: Il nitially, the fiauthorizedo supplier can
login and add additional members to the licensee list of members. On an ongoing basis,
it may be easier to do this based on receiving the account setup email.
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Glossary

Acronym Meaning

LID License Identification Number

LOOP Licensee Online Order Portal

SO Special Order

PLCB Pennsylvania Liquor Control Board

pennsylvania
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Supplier Special Order Adding Members in LOOP

Link to eLearning video: Supplier - Supplier Special Order - Adding (Supplier)

Members in LOOP

LOOP Role Matrix Reference Guide

This matrix displays the functions and associated roles (those highlighted are covered in
this training) that are available to suppliers that have been authorized by licensees to

place SOs.

LOOP Function

(Supplier)
Administrator

(Supplier) Buyer *

View/Edit Profile

X

X

Update Account Information
Delete Members |

Manage Contacts/Members

Add/Delete Payment Methods

X

X

Add/Delete Authorized
Vendors

Add/Delete Authorized Agents

Submit Orders

Approve Orders

Approve Special Orders

Create Purchase Lists

Delete Purchase Lists

Manage Purchase Lists

View Placed Orders

View Order Details

Copy to Cart Function

XXX X[ XX

XXX X[ XX

Cancel Approved Orders **

Create Return Requests

View Return Orders

View Return Order Details

Note: An asterisk (*) indicates this role is assigned to all users by default. A double
asterisk (**) indicates approved orders can only be canceled in LOOP prior to order

cutoff or selection.
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Change LID

1. Log into the Licensee Online Order Portal (LOOP).

2. Enter registered Email Address and Password, then click Sign In.

'- :/ wholesale
- ©

PERATIONS

LICENSEE ONLINE ORDER PORTAL

@gmail.com

User is routed to the LOOP Dashboard.

X
= e Search Qg ewlame O e =]

Welcome to

License ID:

Licensee Online Order Portal B e Lt Bl

=) Chat

& Have a nice day >
Upcoming Orders Submitted Status
There are no upcoming orders to display. You have no submitted orders that need approval

View Order History View All Order Approvals
Purchase Lists Recent Orders

To:T pennsylvania Page 6 of 16
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3. Click the User Icon, then click on Change LID to see the licensees that have been
authorized the user to place orders on their behalf.

Note: Vendor buyers may be associated with multiple licensees, each with a LID.

Welcome to
Licensee Online Order Portal

®
-

< Have a nice day

Members

. Profile Details
Upcoming Orders Submitted Status
Sign Qut

There are no upcoming orders to display. You have no submitted orders that need approval.

View Order History > View All Order Approvals >

Purchase Lists Recent Orders

Select LID pop up window appears.

4. Click the Select Button to choose the LID from the list.

Select LID

Filter LID

Jennifer’s Brewery + WEIS MARKETS INC-60649
1916 LYCOMING CREEK RD

GARDEN VIEW PLAZA

WILLIAMSPORT, PA 17701

Jennifer's Brewery + ROSCO'S SPORTS BAR-107724
4646 BUFFALO RD UNIT 3  Selected
ERIE, PA 16510

Note: Filter LID in the search bar or scroll through the list to select a licensee. Only
licensees that have authorized the supplier to place Special Orders on their behalf are
available to select.
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Adding a Member

1. Log into the Licensee Online Order Portal (LOOP).

2. Enter registered Email Address and Password, then click Sign In.

'- -1 wholesale
-

OPERATIONS

LICENSEE ONLINE ORDER PORTAL

@gmail.com

User is routed to the LOOP Dashboard.

= T search Q ot v Q) meme v g LR

Welcome to
Licensee Online Order Portal

(S

< Have a nice day >
For e ApprorEt E
Trailer Drop | 50220121 S7‘95719

Pick Up Maon Jun 12 | 11601 Roosevelt Blvd.

Not All Items Available
See Detalls

Pracessing Shipped Delivered

There are no orders needing approval at this time

fiew All Order Approval
Fulfillment Date: Mon Jun12 | Frijun® | TueApri8 View Order Histary Yiew All Order Approvals

Purchase List Name 153936489 $204.68

Placed on Jun 6
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Add Member

1. Click the User Icon, then click on Members from the dropdown list.

A

O Prasoon
Jennifers B

= L-: wholesale Search Q @y ship o Licensee

Welcome, Prasoon

Welcome to Jennifer's Brewery + ROSCO'S SPORTS BAR-107724

Licensee Online Order Portal

Change LID

Order History

l © chat

Order Approvals

Invoice History
& Have a nice day

Upcoming Orders Submitted Status

User is routed to the Members Page. All existing Administrator and Buyer information
will be displayed.

Purchase Lists

[ —

Profile Details

Sign Out

Note: The Member page displays members by role. If a person has been provisioned
multiple roles, then the name will be displayed under respective roles.

2. Click Add New Member Link to add new buyer.

— :! wholesal . . O Prasoon o
= T uhotemste Search Qg seeseme & TRE, v W
Home Members
®
=
Members -
®
My Account Add New Member
Qrder History Administrator
Order Approvals
Prasoon Kant f
Invoice History Active
Purchase Lists Email
praz.k22@gmail.com
Members
Roles
Profile Details Administrator, Buyer
Buyer
Prasoon Kant
Active /
Email

praz.k22@gmail.com

Roles
Administrator, Buyer
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Add Member To Account pop-up window will appear.

3. EnterMe mb e entas address or name in the Search Field, then click the
Magnifying Glass Icon to locate the member.

Add Member To Account

Search all contacts assigned to any PLCB license or add a new contact manually.

breakthrubev.camxl

Matching Name will appear in the Add Member To Account pop-up window.

4. Enable the Role Checkbox(s) to be provisioned, then click Add Member Button.

Add Member To Account

Search all contacts assigned to any PLCB license or add a new contact manually.

breakthlubev.mmx

Sean -

I @breakthrubev.comx
Role

(] Administrator

(] Buyer

Status

© Active (O Inactive

Selected member will be added to the account.

Note: Suppliers will only have fBuyeroor Mdministratororoles. The Buyer role defaults
when a new member is added. Only 1 or 2 supplier members should be granted
Administrator access.
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Add New Member

Follow these steps if the member does not appear in Search; a new member can be
created:

1. Click Create New Member Button to add a new member.

Add Member To Account

Search all contacts assigned to any PLCB license or add a new contact manually.

St e e o i al o m

Add Member To Account pop-up window will open.

2. Enter [First Name], [Last Name], [Email Address], then enable the Role
Checkbox(s) to provision the required role(s).

Add Member To Account

First Name

Email Address

Role

[ Administrator (| Buyer

Status
O Active
O Inactive

< Back Create Member

@pennsylvania Page 11 of 16



. o | . . srojecr ™)
Supplier i Supplier Special Order i Adding (Supplier) Members in LOOP NEW
Quick Reference Guide HORIZON

Upon populating the memberdés information Crea

3. Click Create Member.

Add Member To Account

P

Email Address
| e

Role

[J Administrator [ Buyer

Status
O Active
O Inactive

< Back

New member is added.

= " wholesale PekUp O Russel . Litems
= E .......... Search Q B rnewe O THEGUNT .. E $2243
|
My Account ‘Add New Member 3
I
Order History Administrator 0y
Retwrn History
Order Approvals
Invaice History, Email Email Email
I st @gmailcom I s @mailcom I @gmail.com
Purchase Lists
Roles Roles Roles
Payment Methods Buyer, Approver, Administrator Buyer, Approver, Administrator, Profile Buyer, Approver, Administrater
Address Manager
Members
r _ _
Profile Details
Ny Email Email Email
LID Account Details i i
— I ilcom I 0@ gmaiLcom @ cmg-change.com
Roles Roles Roles
Buyer, Appraver, Administrator Buyer, Approver, Administrator Administrator, Buyer, Approver

Note: All new members will receive the Buyer role. Suppliers may also assign the
Administrator role to members which allows them to add additional team members to
the LID.
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A member will be notified by an email when role assignments change with instructions
on creating a password and logging in.

Fine Wine & Good Spirits B3 Inbox

Your account and role assignments have changed

To: PK

The following accounts and roles have been added to the named licensee account.

If you are a supplier, the licensee named after your supplier name below has authorized you to place
Special Orders on its behalf in LOOP.

Accounts and roles added:

Account Do o oult Role(s) Site(s)
account?
Jennifer's Brewery + WEIS Administrator , Hioanwes Srihe O Pore
NRREELS IND-0004P Buyer Fine Wine & Good Spirits

To create or reset your password so you can log in to LOOP, click this link: reset password. If you
have already established a LOOP password, you don't need to take any further action.

gryBBtpoeneg %q'qltgag gﬁ(f‘)%%srtllnformatlon, please contact (800) 332-7522, option 1 for Special Order

This is an automatically generated E-Mail, please do not reply.
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Update Member

Follow these steps to update the memberd access.

1. Clickthe Pencillcont o make changes atcess.t he Member 6s

Note: Each name is listed according to the role(s) assigned. If a user is assigned
multiple roles, they will be listed multiple times.

2. Click Update Member upon making the change(s).

Note: The email address cannot be edited since it is directly tied to login credentials. If
an email address is entered incorrectly, the user must be deleted and entered as a new
member to correct the error.
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